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Introduction

The CJA eVoucher System is a web-based solution for submission, monitoring and management of all Criminal Justice ACT
(CJA) functions. The eVoucher program will allow for:

e On-line authorization requests by attorneys for service providers.
e On-line voucher review and submission by the attorney.
e On-line submission to the court.

The program includes the following modules:

Voucher & Authorization Request Submission

e Authorization requests by attorneys for expert services

e Upload supporting documents to vouchers or authorization requests

e Reports for attorneys to take an active part in monitoring costs

e Automatic e-mail notification to attorney of approval or rejection of vouchers and authorization requests

Browser Compatibility

e Windows: Internet Explorer 8 or newer are approved.
e Apple Macintosh: Safari 5.1 or newer is approved.
e Chrome, Firefox, Edge and other browsers may not be used with CJA.

Court Appointment

When an appointment is made, an email will automatically be generated by the program, and sent to the appointed
attorney. The email will confirm the appointment and provide a link to the CJA eVoucher program.
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Accessing the CJA eVoucher Program

Your court will provide information on how to access eVoucher. It is suggested that you bookmark it for easier access.
Log in using your Username and Password you were provided, and click Log In.

CJA eVoucher

Electronic Voucher Management System

USER LOGIN Release 4.3

BExisting user? Flease log in.

Username: |

Password:

Forgot your login?

Users will be required to change their passwords within 30 days of the first time they log in to eVoucher. Passwords must
be at least eight characters in length and contain:

e One lower-case character
e One upper-case character
e One number

e One special character

Users are required to change their passwords every 180 days.
If you forget your username or password, click the Forgot your Login? hyperlink.

Enter your Username or Email address, and click Recover Logon to retrieve your information.

Forgot your Login? Please tell us your username and/or email. We will send you
an email to retrieve the missing info.

Username: || | and/ar

Email: |

I Recover Logon |
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Home Page

Your home page provides access to all of your appointments and vouchers.
Security prohibits you from viewing information for any other attorney. Likewise, no one else will have access to your

information.
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Folder Descriptions | |

My Active Documents Contains documents that you are currently working on or have been submitted to you
by an expert service provider. These documents are waiting for you to take action.

Appointments’ List Quick reference to all your appointments

My Proposed ***Not applicable in Eastern District of Wisconsin***

Assignments

My Submitted Contains vouchers for yourself, or for your service provider, which have been

Documents submitted to the court for payment. Documents submitted to the court requesting
expert services or interim payments will also appear in this folder.

My Service Provider’s Contains all the vouchers for your service providers.

Documents This will include:

e Vouchers in progress by the experts
e Vouchers submitted to the attorney for approval and submission to the court
e Vouchers signed off by the attorney and submitted to the court for payment
Closed Documents Contains documents that have been paid or have been approved by the court.
Closed documents will only be displayed for open cases. When the appointment is
completed, the closed documents will no longer be displayed on your homepage. They
are still accessible through the appointment page.
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Navigating in the CJA eVoucher Program

Breadcrumb Navigation

Attorney login

Menu Bar . .
confirmation

Home Operations Reports Links Help logout

> Home

Welcome Andrew Anders [Attorney)

ATTORNEY

'V
=
Welcome Andrew Anders: My Profile

My Appointments:  View

Home
Operations
Reports
Links

Help

Logout

e

The eVoucher home page

Allows you to search for specific appointments

Selected reports you may run on your appointments
Hyperlinks to CJA resources: forms, guides, publications, etc.

Provides:
e Another link to your Profile
e “Contact Us” email

Privacy Notice

Logs user off the eVoucher program
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Customizing the Home Page

Customizing your home page allows you to alter the manner in which your information is displayed in the folders.

Expanding/Collapsing Folders: Click the plus sign = to expand a folder. Click the minus sign g to collapse a folder.

Moving Folders

Place your mouse pointer on the top edge of the folder you wish to relocate.
A crosshair icon !EE! will appear.

E Drag the folder to the new location and release the mouse.

Sorting: Click the column heading (e.g., Case, Description, Type) to sort in either ascending or descending order.

Resizing of Column

Along the folder headings (e.g. case, defendant, type, etc.), move your cursor to the line between the
columns until a double arrow <= appears.

B Drag the line in the desired direction to enlarge or reduce the column size.

Note: The folder size does not increase; therefore, some columns may move off the screen.
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Customizing the Home Page (continued)

Group by Column Heading: You may sort all the information within a folder by grouping documents by the column
heading. All folders displaying the Group Header bar may be sorted in this manner.

E Click the header for the column you wish to group.

E My Active Documents

To group by a particular Header, drag the column to this a'ea|
Case Defendant Type

E Hold the cursor and drag the header to the Group by: Header bar.

Tuguiw drag the column to this area.
C
Ca nt Type i Status

E Release the cursor and all the information in that folder will be grouped and sorted by that selection.

)

Status

Group by: Case - N
Case Defendant Type T Status

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015



CJA eVoucher for Attorneys - Eastern District of Wisconsin | 7

My Profile

In the My Profile section, the attorney may:

e Change password (Login Info section).

e View contact information, phone, e-mail, physical address (Attorney Info section). Please do not edit. Contact
Clerk’s Office for changes to contact or billing information.

e Document any CLE attendance (Continuing Legal Education section).

Click the My Profile link from either the Home screen or the Help menu bar to open the My Profile page.

Home Operations Reports Links Help logout

My Profile I..|
Contact UM,
Privacy

= Home Welcome Andrew Anders (Attorney)

Welcome Andrew Anders: | My Profile

A | l ORNEY My Appointments:  View

Home Operations Reports Links Help logout

> Help :’ My Profile Welcome Andrew Anders (Attorney)
Login Info Edit

- . . Userlame Anders
Your Login information

Bar Mumber: Edit
Sl Ir!fo Your Name: Andrew Anders
Your personal info
Your Contact Info:
Phone: 210-833-5623
Fax:
deadmail@support.aotx.uscourts.gov
deadmail@support.aotx.uscourts.gov
deadmail@support.aot.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

us
HTH Your default biling info is:
Billing Info _ Andven Andes
List all available biling info records Biling Code:0101-000001 Add
110 Main Street
San Antonio, TX z
78210 -Us Edit
Phone: 210-833-5623
Fax:
Holding Period There is 1 period of time during which case cannot be taken.
Continuing Legal Mo info has been stored.
Education Please click VIEW to type your info.
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Changing My Profile Username and Password

Under the Login Info
section, click Edit to
change your
Password.

To change your Username,
type the new Username
and click change. It will
show “The Username has
been changed.”

To reset your password,
click reset.

Type the new
password and retype it
in the Confirm field.

Click Reset to
save.

Click Close to exit
the Login Info
section.

= Help = My Profile

Welcome Andrew Anders (Attorney)

Login Info

Your LG:;I"' nformatior

> Help > My Profile

Edit

UserMame Anders

Welcome Andrew Anders (Attorney)

Login Info

Your Login information

= Help = My Profile

Username Anders

change
reset

Password =#xx

Login Info

Your Login information

Username Anders chang e

Password eeesses| = Strength:Strong

Confirm *
 —
I Reset I
> Help = My Profile Welcome Andrew Andars (Attormay)
Login Info Username Anders change
Your Login information Passward === reset
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Under the
Attorney Info
section, click
Edit to access
your personal
information.

Please contact
Clerk’s Office to
update attorney
info.

Click Save.
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ttorney Info

four personal info

Bar Mumber: 12345
Your Name: Andrew Anders

Your Contact Info:

Phone: 210-833-5623 | Cell Phone: 702-555-1212
Fax:

deadmail @support.aotx.uscourts.gov

deadmail Esupport.aotx.uscourts.gov

deadmail @support.aotx.uscourts.gov

Your Address:
110 Main Street
San Antonio, TX 78210

USA

Attorney Info

Bar Number

SSN Instructions:

If you are an appointed panel
attorney, you are required to enter
your Social Security Number in the SSN
field.

If you are an associate only, do not
enter your Social Security Number in
the SSN field.

Tax Identfication Number:
SSN: | 888-44-6666
Confirm: | 888-44-6666

First Name Middle Last Name

Andrew ‘ ‘ Anders

Main Email

deadmail@support. aotx. uscourts. gov

2nd Email

3rd Enmil

Phone Cell Phone Fax

210-833-5623

Address 1 City

110 Main Street [San Antonio

Address 2 State Zip
[Texas v| [78210

Address 3 Country
[unrTeD STATES v

Note:

e Each attorney (except Associates) must have his or her social security number
entered into the user profile or they will not be paid.
e The Country field will automatically populate UNITED STATES unless otherwise

indicated.

e You may list as many as three email addresses. Notifications from eVoucher will
be sent to all email addresses.
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Continuing Legal Education

Under the Continuing Legal Education section, click View to access your CLE information.

Continuing Legal Mo info has been stored. view |
Education Please dlick VIEW to type your info.

To add CLE information, click Add.

Education

Legnd =1 | | Cmai] | [

P I

Files Credit Date Mz Saldject

e Gomnyng Legs! Educatos

M dats

Click the Credit drop-down menu to select CLE categories.

Continuing Legal = ]

Education

Credit | Sentendng-rel | |
Date o500/2014 | TH
Hours [0

Descriphon

Document After you save the informabion about Bes Conbinuing Education, you will be able to upload related documents,

Enter the Date, the number of Hours, and a Description.

Click Save.
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Note: After information is saved, you'll be able to upload related PDF documents.

Continuing Legal Education (cont’d)

E Click Browse to upload and attach a PDF document.

| Back | | save |

Credit | Sentencing-re
Date [05/15/2014 | F)
eslo_]

Description

—_—
Document | Jl_erowse... |
|

m Click Save.

All entries will be appear in the grid and can be accessed, edited, or deleted by selecting the entry and choosing an action
button.

S T g [ e o P

Files Credit Date Hours. Subject
o SEntend... 05/15/2014 o

1 Page 1 of 1 (1 items)
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Appointments’ List
Locate the Appointments section under the Appointments’ List on your home page.
Appointments Defendant
s 13 AA Defendant: Jebediah Branson
Click th b e e
IC e case number B
hvoerlink t th Case Title: USA v. Branson Type 03003/14
rlin n " Order Date:
ype . o ope e Attorney: Andrew Anders Pres. Judge: Abert Albertson
Appointments page. Adm, Mag Judge:
Case: 1:14-CR-08805-AA Defendant: Jebediah Branson
Defendant #: 1 Representation Type: Criminal Case
Case Title: USA v. Branson Qrder Type: Appointing Counsel
Attorney: Andrew Anders Order Date: 12/21/10
Pres, Judge: Albert Albertson
Adm. Mag Judge:
Appointment Appointment Info
b e T CTR. D057 DIV £00K T FERSON RETRISERTID L CHER NUMITR,
View 101 llebedah Branson
: POt 3. MAG. DET EF STMEER 4. DIST. DKT DEF XUMBER E AFFEALS. DET TEF NUMEER & OTHER. KT DEF NUMBER
Representat“}n vouche : I'1I-CR-0‘35‘:|5-1-M.
T t TN CASE MATTER OF(Cass Nami) E PAVMENT CATECORY . TYFEFERSON REFRESENTED 18 REFRESENTATION TYFE
K con JUSA v. Bamses :Eml E_E-:dm;mpm:nﬂdnmm |4 dult Defendast C rizninad Case
¥ {51825 F ISPECTION VIOLATION PENALTIES
L ATTORNEY'S NALE ANDUMATIING 13, COURT ORDER.
Create New Voucher Andrew Anders - Bar Niamber: 12345 [ A Avsocian []€ Co-Come
Attorn CIA 20 AUTH 110 2uduin Strwet " [ ] Seba S Fodarsd Dufimsr [ 4]0 Appeésting Coemsil
[San Antonio TX TE210
V{}u{:her ;'-;.-'.-v:;::arl for Expert and othe [Phone: 210-833-5623 [P Subs for Famal Amormey [ ]R Sube fur Retained Attorney
Carvices [7]¥ Standiy Comnnal
AUTH-24
T‘Emp Iate pusthorization for payment of ransarpt mm‘;:::‘“
'"“‘-: = JEigacsruss af Prexiding Judgs or By Order of s Cosrt
,lpp:hl.":!w". : .l.":-: Authonty to Pay B4 LAW FTRAI NAME ANDAAILING ADDRESS mnﬁtﬁ‘m *unc Pro Tumc Dite
Court-Apponted Counsel T
CIA-21 Reparment [ | VES [/ N0
/ Puthorization and Vowdher for Expert Gn}up H'Eﬂder Bar
Expert CJA 21 e Vouchers on File i /
Voucher ;d-:L.s 0'-:.': ::: s-:; Clas To group by a particuar Header, drag the column o this area, = Seanch;
T.Emplate Compersation Mandmum; District Court Case Defendant Type Status
TRAVEL Create Tt Aeneckab Eranaan {41 ClA-20 Submitted to Court
Austherizaton for payment of Travel o QLN Claimed Amount: THE.40 Arcdrew Anders "/ .;l.;;-_[_l:.,-_}}’pu.:'}} -
Jebedizh Br = 1) AUTH Submitted
= Clowmed Amount: 1,000.00 Chemist, Tonicoiogist # 1.?_1.52&“1:??‘”
Detailed i
Jebedish Branson = | AUTH-24 aucher Closed
Payment Reports Detfersdans Detad Bugont fleport Clamed Amount: 0.00 g _‘}r OO0
Detad budget info for defendant LT Approved Amount: 9,50
Refeniant Summary Budge Report £ °?':m"" - Gamed Aot 0.0 iz G L la_; e
Totals oriy of budget info for T e Har, Fibes Expert >
deferdant L 4-OR-OBROG A8 - Jebedish Branaon (o | ClA-24 ™= Voucher Enitry
st DRO42004 Clamed Amount: 0.00 Terses Transoripts o Bt
All vouchers Attomey Tims Beport - Enc DGOR20L4 : =
associated with o Ml s (1 ATH-24 i
this case are e
. : Jebedish Brangon (= | CIA-24 Submtted 1o Attome
dlspla\_.fed. D4 2014 Clamasd Amount: 14,50 Teresa Transcripts P _ﬁﬁﬁ
DDA
1 Page 1 of 1 (7ems)
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View Representation

The View Representation information will display:
e Default excess fee limit

Presiding judge

Magistrate judge

Co-counsel

Previous counsel

From the Appointment page, click
View Representation.

Help logout

Representation Info

1. CTELTIST.TIV.CODE 2_FERS0N REFRESENTED [(VOUCHER NUMEER

101 [Jebadiah Branzon
A MAG. DETDEFNUMEBER 4. DIST. DKT.DEF NUMEER £ AFFEALS. DKT/DEF NUMEER 6. OTHEE. DKT.DEF NUMEER

) 1:14-CR-08805-1-AA
7.IN CASE/MATTER OF(Case Name) B PAYMENT CATEGORY 0. TYFE FERE0N FEFRESENTED 10. REFRESENTATION TYFE
Reports [USA v. Branson Felonry (including pre-trial diversion [, 1 1y fondant Criminal Case
jof allegzd felony)
Representation Report 11. OFFENSE(S) CHARGED

15:1823 F INSPECTION VIOLATION PENALTIES
EXCESSFEE LIMIT FRESITING JUDGE MAGISTRATE JUDGE DESIGNEE
50000 00 Albert Albertzon
AppID Attorney Order Type Order Email

2 Andrew Anders Appointing Counsel 03/03/14 deadmail @support.aoty. uscourts. gov

Es;’tep Click Home on the menu bar at the top of the page.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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CJA 20 Voucher Process Overview

Attorney enters
time/expenses

Federal Defender Court processes

. : Court approves or
. Services audits . voucher for
and submits rejects voucher
voucher payment
voucher

Creating the CJA 20 Voucher

The court creates the appointment. The attorney will initiate the CJA 20 voucher.

Note:
All voucher types and documents function primarily the same.

From the Appointment page, click Create
from the CJA-20 Voucher template. CJA-20

Appointment of and Authority to Pay
Court-Appointed Counsel

The voucher opens to the Basic Info page which displays the
information in the paper voucher format.

| Basic Info Services Expenses » Claim Status Documents Confirmation
Basic Info
1. CIR DIST/DIV.CODE 2. FERSON REPRESENTED [VOUCHER NUMBER
101 [Jebedizh Branzon
3. MAG. DKT/DEF NUMBER 4.DIST. DKT/DEF NUMEER 5 APFEALS. DKT/DEF NUMEER 6. OTHER DKT/DEF NUMBER
1:14-CR-08805-1-AA
7. IN CASE/MATTER OF(Case Name) 8. PAVMENT CATEGORY 9.TYFE FERSON REFRESENTED 10. REPRESENTATION TVFE
[USA v Branson Felony (inchuding pre-trial diversion |, 4 1t Defondant Criminal Case
jof alleged felony)
11. OFFENSE(S) CHARGED
15:1823 F INSPECTION VIOLATION PENALTIES
12. ATTORNEY'S NAME ANDMAILING ADDRESS 13. COURT ORDER
|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel
;102'?‘1_5”;’;{ - [ F Subs for Federal Defender [7] © Appointing Counsel
an Antonio ] . -
Phone: 210-833.5623 []P Subs for Panel Attorney [ | R Subs for Retained Attorney
[]¥ Standby Counsel
Reports [Frior Attorney's Name
i Dates
Defendant Detail Budget Report |signature of Presiding Judge or By Order of the Court
Detail budget info for defendant AT AN UATITE L iﬁoﬁiﬁtm e
3/3/2014
o A Repayment [ | VES [/]NO
Defendant Summary Budget Report
Totals only of budget info for
dcFeidarit Payment Info
Preferred Payee | Andrew Anders v
Andrew Anders
SSN/EIN: ==*-**-5739
123 Legal Blvd. South
AnyTown, DC
12345 -USA
Phone: 838-555-4000
Fax: 888-555-4001
| =«First | | < Previous | | Next > | | Last = | | Save | | Delete Draft |
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Creating the CJA 20 Voucher (cont’d)

Tab Headings appears at the top of the screen

—

[ Basic Info Services Expenses Claim Status

« First < Previous Next > Last »

Save

/’//’-7

Progress Bar appears at the bottom of the screen.

Notes:

e The user should save any entries made to a voucher often to avoid data loss.

Documents

Confirmation

Delete Draft

e Atany time prior to submitting the voucher, the user may delete the voucher by clicking Delete Draft.

e The user may navigate using the tab headings or progress bar.

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Line-item time entries should be entered on the Services tab.
Both In-Court and Out-of-Court time should be recorded on this screen.

Step Click the Services tab or click Note:
Next, located on the progress There is NOT AN AUTOSAVE function on
bar.

Voucher #:

st

Reports

Defendant Detail Budget Report
Detail budget info for defendant

Form CJA20

Defendant Summary Budget Report
Totals only of budget info for
defendant

this program. You must click SAVE
periodically to save your work.

Basic Info | Services " Expenses Claim Status * Documents » Confirmation
Services

Date 6/11/2014 = % Description

Service Type | IZ| =

oten [ ] pee [

Hours l:l #  at $126.00 per hour, Add
* Required Fields

Service Type Date Description Hrs Rate Amt]

Mo data|

| «First || < Previous H MNext = || Last » | | Save | | Delete Draft

Enter the date of the service. The

default date is always the current Services

click the calendar icon to select a
date from the pop-up calendar.

date. You may type in the date or Date ‘ = =3 Description

Service Type L | June 2014

Doc.# (ECF) |: = Su Mo Tu We Th Fr Sa

i [ » 1 2 3 4 5 & 1
» 8 9 w[1m]12 13 14

* Required Felds

» 15 16 17 18 19 20 21
» X B3 24 I X 27 B i
» 29 30 1 2 3 4 !

Service Type - .

CJA eVoucher | Version 4.3 | AO-DTS-SDSO-Training Division | November 2015
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Services (cont’d)

From the Service Services

Type drop-down Date /142014 | * o) Description

menu, select the Senvica Type | -l

service type. i -

yp Doc. # (ECF) In Court Services A
a. Arraignment and for Plea
Hours
Note: b. Bail and Detention Hearing
X * Required Felds

You may add dates in any order. You c. Motion
can sort in chronological order at any d. Trial

time. Service Type e, Sentencing Hearings

Enter hours of Services =
o Date 6142014 |=5h Description
service in tenths / First appearance and
of an hour. Service Type  a. Arraignment andior Flea vl arraignment of Defendant.
Dec. 3 (ECF) Pages 5

Hours 0.5 at$126.00 per howr. Remove

Enter a > Facred Pl
description.

Sz _ Note:
vi Click ADD. e You may add time in any order.

e Double-click an entry to edit.

The entry will be added to the voucher and appear at the bottom of the Service Type section.

Services

Carvice Type ¥ x
Dec. = (ECF) . ' Pages |
Heurs * b §126.00 per hour, ' Remaove _

Date [5iyz1e |= 28 Desaiption | ‘

Service Type Date Description Hrs  Rate  Amt
5. Arrmgneart and/or Paa 06/11/2004  First appaarance and armaagneant of Defendant 0.5 126,000 3.0

1 Page lﬁfiilibﬁ)‘

| st || <Previous || Mext> || Lasts | [ save | | DeleteCraft |

Step Click the Date header. This will sort services according to date.

Click Save.
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Entering Expenses

Click the Expenses tab or

click Next.
+ Basic Info Services |r Expenses Claim Status " Documents | Confirmation
Expenses

Date 6/12/2004 | = Description

Expense Type I - | x

Miles [ ] ats0.5600 per mile.
e —

* Requirad Fields

To grotp by a particular Header, ‘drag the coltmn to this area

| Add || Remove

Expense Type Date Description Mile Rate Amt
No data
«First || < Previous |[ Mextz || Last» | [ save | [ Delete Draft |

Step From the Expense Type drop-down Expenses

5 menu, select the applicable expense. Date 6/12/2014 | = E
Expense Type ||| *
Miles Travel Miles
Amount Travel Misc.

* Required Fields

Fax

Long Distance Charges
Photocopies

Postage

Other Expenses

[ «First || <Previous || Next> || Last» |
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Entering Expenses (cont’d)

If Travel Miles is selected, enter the round trip mileage.

Enter a description in the Description field.

Expenses

Date 6/12/2014 | = ﬁ Description Travel to and from Court]

Expense Type  Travel Miles - =

Miles = at §0.5600 per mile. =
Amount | Add || Remove

* Required Fields

Expense Type Date  Description Mile Rate  Amt

| «First || <Previous || Next> || Last» | | Save | | Delete Draft |

étep Click Add.

The entry will be added to the voucher and will appear at the bottom of the Expense Type section.

Expenses

Date [er12r2014 ] = Descrption

Expense Type - "

Miles [ ]® at$0.5600 per mile. -
Amount | Add || Remove ]

* Required Fields

Expense Type Date Description Mile Rate Amt
Travel Miles 06/12/20... Travel to and frorm Court 20 0.5500 11.20
' Page 1 of 1 (1 items)
|_=First || <Previous || Net> || Last= | | save | Delete Draft
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Entering Expenses (cont’d)

Notes:

e |If photocopies or fax expenses are chosen, indicate the number of pages, and the rate charged per page.
e Receipt is required for any expenses over $50

e Remember to click Add after each entry.

e Double-click an entry to edit.

Expenses

owe [oas ]+38 Descrpon

Expense Type z|*

Miles at $0.5600 per mile. %

Amaount |:|= | Add || Remove

* Required Fields

roUp Oy & partcotar Header

Expense Type | Date | Description Mile Rate  Amt
Phobocopies 06/12/20... Copées - 100 pages & .15 per page 0 o 15.00
Travel Miles 06{12/20... Travel to and from Cowrt 20 0.5600 11.20

Page 1 of 1 (2 items)

| «First || <Previous || Next> || Last= | | save | Delete Draft

m Click the Date column header. This will sort expenses according to date.
m Click Save.
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Claim Status

Once you begin entering data on the Service and/or Expenses tab, you may receive what looks like an error message:

¥\, Service andor Expenses are out of the Voucher Start and End Dates,

The message will be removed when you complete the Claim Status section with start and end dates which include all
service and expenses dates for the voucher. Note: Start date and end dates cannot be outside of appointment date(s).

Click the Claim Status tab or click Next located on the progress bar.

Enter the start date from the services or expenses entries, whichever date is earliest. If need be, go back
to the Expense and Service sections, and click the Date header to sort showing the earliest date of
services.

StartDate  [06/13/2014 | = 28 EndDate  [s/122004 | = 2H

Payment Claims
Final Payment )
®) Interim Payment 2 i)

Supplemental Payment

1. Have you previously applied to the court for compensation and/or reimbursement for this? #/Yes

If Yes, were you paid? ®) yos
2, Other than from the Court, have you, or to your knowledge has anyone else, recetved payment Yes ®pg
(compensation or anything of value) from any other source in connection with this representation?

I « First || < Previous || Next > || Last » ] | Delete Draft |

Indicate payment type.

Note:

e Final Payment is requested after all services have been completed.

e Interim Payment allows for period payment (court pre-approval required). If using this type of payment,
indicate the number of this request payment.

e After the Final Payment number has been submitted, Supplemental Payment may be requested due to a
missed or forgotten receipt.

Answer all the questions regarding previous payments in this case.

Click Save.
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Documents

Attorneys (as well as the court) may attach documents.

Attach any documentation that supports the voucher, i.e., travel or other expense receipts, orders from the court.

To add an attachment, click Browse to locate your file.

Step Add a description of the attachment.

Click Upload.

I N I

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)
File GAOeVoucherCJA eNor  Browse. ..

Note:
All documents must be submitted in PDF
format, and must be 10 MB or less.

Description [Copies of receiptq

The attachment and description is added to the voucher and appears in the bottom of the Description section.

Supporting Documents

File Upload (Only Pdf files of 10MB size or less!)

File Browse...

Description [ ]
Description Delete  View
Copies of receipts Delete Vigw

| «Frst || <Previous || Next> || Last» | [ save

| DeleteDraft |

B Click Save.
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Signing and Submitting to Court

When you have added all voucher entries, you are ready to sign and submit your voucher to the court.

Step
1

Click the Confirmation tab or click Last on the progress bar.

The Confirmation screen appears which reflects all entries from the previous screens.

Confirmation
1. CIR/DIST/TAV.CODE 2. FERSON REFRESENTED
0101 ebedizh Branson

[VOUCHER NUMBER

3. MAC. DKTDEF NUMBER 4. DIST. DET/DEF NUMEER

1:14-CR-08805-1-A4

5 AFPEALS DET/DEF NUMBER 6. OTHER DET/DEF NUMBER.

110 Main Street
San Antonio TX 78210
[Phone: 210-833-3623

T.IN CASEMATTER OF(Case Name) 8. PAYMENT CATEGORY 9. TYFE FERSON REFRESENTED 10.REFRESENTATION TYFE
[USA v Branson [Felony (inchuding pre-trial diversion |, 41 pyrengon Criminal Case
of alleged felony)
11. OFFENSE(S) CHARGED
15:1825 F INSPECTION VIOLATION PENALTIES
12 ATTORNEY'S NAME ANDMAILING ADDRESS 13 COURT ORDER
Andrew Anders - Bar Number: 12345 []A Associate []€ Co-Counsel

[]F Subs for Federal Defender [/] O Appointing Counsel
[]Subs for Fanel Attorney [ ] R Subs for Retaived Attoruey
[[]v Standby Counsel

14 LAW FIRM NAME ANDMATLING ADDRESS

Andrew Anders TIN: ***-*2.6789
123 Lagal Blvd. South

AnyTown DC 12345 USA

[Phone: 888-335-4000

[Fax: 888-335-4001

[Prior Attorney's Name

|Appointment Dates
Siznature of Presiding Judge or By Order of the Court
Albert Albertson

[tz of Order Nunc Pro Tunc Date
3/3/2014

Repayment [ | ¥ES [7]NO

CLAIMS FOR SERVICES AND EXPENSES FOR COURT USE ONLY
HOURS 'm'n: ADIUSTED | ADJUSTED :
e cianmp | DU | moums | avoust e
15.|a Arraignment and'or Plea 03 563.00
b. Bail and Detention Hearing 0 $0.00
¢. Motion 0 50.00
d. Trial 0 50.00
e. Sentencing Hearings 0 50.00
f. Revocation Hearings 0 50.00
g. Appeals Court 0 $0.00
h. Other 0 50.00
Totals 0.5 563.00
16. | 2. Interviews and Conferences 0 50.00
b. Obtaining and Reviewing Records 0 50.00
. Legal Research and Brief Writing 0 $0.00
d. Travel Time 0 50.00
e. Investigative or Other Work 0 50.00
Totals 0 50.00
17 [Travel Expenses (lodging, parking, meals, $1120
pmilzags, eic.) i
I F)[hx E.xl?m%:s (other than expert, $15.00
|"" Yranscripis, etc.)
GRAND TOTALS 53020
(CLAIMED AND ADJUSTED) =

18. CERTIFICATION OF ATTORNEY FOR THE FERIOD OF SERVICE

FROM: 6:12/2014  TO- 61272014

0. AFFOINTMENT TERMINATION DATE IF OTHER

1. CASE DISPOSITION
AN CASE COMPLETION

[22. CLADM STATUS [[] Final Payment

Ifyes, wereyoupaid? [ ] YES []NO

Other than from the Court, have you, or to your knowledge has
any other sovrce in connection with this representation? [
1 Swear or affirm the truth or correctness of the above statements.

Signature of Attorney:

[ Interim Payment (=)

Have you Previously applied to the court for compensation and'or reimbursement for this?

[] Supplemental Payment

[]YES []NO

anyone else, received payment (conpensation of anything of value) from
YES [] NO  Ifyes, please attach supporting documentation

Date Signed:

APFROVED FOR PAYMENT - COURT USE ONLY

[23. 1N COURT COMF. 4. OUT OF COURT COMF. 5. TRAVEL EXPENSES |26. OTHER EXPENSES |27 TOTAL AMT. APFR.CERT.
50.00 50.00 50.00 50.00 50.00
[:8 SICNATURE OF THE PRESIDING JUDGE [ATE ;52 TUDCE CoDE

25 I¥ COURT coMP.
50.00

0 OUT OF COURT COMP-
50.00

b1 TRAVEL EXPENSES
50.00

;2 OTHER EXPENSES
50.00

[P3 TOTAL AMT APPR.CERT.
50.00

|exvcess of the stotutory dureshold amount

4. SIGNATURE OF THE CHIET JUDGE, COURT OF AFFEALS (OR DELEGATE) Paymient aoproved in | o

|34a. JUDGE CODE

Attention: The notes you enter will be available to the next approval level.

Public/ Attorney
Notes

Date:

["] 1 swear and affirm the truth or correctness of the above statements

[ =Fist ][ <Previous |[ MNext> |[ Last» | [

Save | [ Delete Draft
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Signing and Submitting to Court (cont’d)

itep Verify the information is correct.

Step Scroll to the bottom of the screen.

3

Step Select the check box to swear and affirm to the accuracy Note:

4 of the voucher. The voucher will automatically be time You may include any information to the Court
stamped. in the Public/Attorney Notes section.

Attention: The notes you enter will be avaiable to the next approval level,

Public/ Attormey
Notes Motes

| Iswear and affirm the truth or correctness of the above statements
| Date: 6/12/2014 16:32:35 | O Submit
[ <Fest ]| <Previous || mext> |[ Last» | | save | [ Delete Draft |

Click Submit to send to the court.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted for
payment.

Success

Your voucher has bean submitted for payment. You will receive a notification if we need more detals.
Please keep the following voucher number for your own records:

0101.0000150

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you wish
6 to create an additional document for this appointment.
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Signing and Submitting to Court (cont’d)

The active voucher is removed from the My Active Documents folder and now appears in the My Submitted Documents
section.

To group by a partiodar Header, drag the column to this area. md-.:[

Case Defendant Type Status

1 14-CR-08805-AA - Jebediah Branson (# 1) CIA-20 Submitted to Court

at: DEIIEA04 Claimed Amount: §9.20 Andrew Anders / 01010000150

End: 061212014

1 15-CR -03805-AA - Jebediah Eranson (= 1) CIA-20 Submitted to Court

Start: 03032014 Claimed Amount: 773. T

. 05082004 RIRA s Jnces / LoLoooon0r

1: 14-CR -08305-A4 - Jebediah Branson (= 1) ALTH Submitted [n th

Suaer: Q4022004 Clamed Amount: 1,000,00 Chemist, Toxcologist / 0101 GOD0aD2

End: 0Lf01/1900
1 Page 1of 1 (3items)
Notes:
e Ifavoucheris rejected by the court, it will reappear in the My Documents section and will be highlighted

in gold.

My Documen

To group by a particular Header, drag the column to this area.

Case

1:14-CR-08802-AA-
Start: D6/19/2014
Enc: 08/15/2014

e An email message generated by the system will be sent explaining what corrections need to be made.
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CJA-20 Quick Review Panel

When entering time and expenses in a CJA-20 voucher, the attorney may monitor the voucher totals using the quick review
panel on the left side of the screen.

e The Services and Expenses will tally as
entries are entered into the voucher.

“ Services: $63.00

ﬂ E:pcn:a 5: §26.20

© services: $61.00 ”

e Expand the item by clicking the down S Comt SErvt

arrow (v) to reveal specifics. Service Hours
Arraignment and/or
Plea

Bad and Detention 0
Hearing
Muotion Hearings 0
Trial 0
Sentencing Hearing 1]
Revocation Hearings Q
Appeals Court 0
Other 1
Totals 0.5

Out of Court Services
Sarvice Hours
Interviews and
Canferences g
Obtaining and
Reviewing Records
Legal Ressarch and
Brief Writing
Travel Tima
Investigative and o
Other Wark

Totals 0o

0 Expenses: $26.20

Travel
Expense Type
Travel Miles
Travel Misc
Totals
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Reports and Case Management

At the start of a case, it may be difficult for counsel or the court to know whether a case has the potential to exceed the
statutory maximum allowed for representation.

Therefore, attorneys are encouraged to monitor the status of funds, attorney hours as well as expert services, by
reviewing the reports provided in the CJA eVoucher program. Items to remember:

e  Viewable reports appear on the left review panel.

e  Each panel, depending upon which document you are Reports
viewing, can have different reports available.

e Each report can have a short description of the
information received when viewing that report.

e  The two main reports are the Defendant Detail Form CIAZ0
Budget Report and the Defendant Summary
Budget Report.

Defendant Detail Budget Repart
Detail budget info for defendant

Defendant Summary Budget Repart

Totals only of budget info for
defendant

Other accessible reports can be found on the menu bar.

Home Operations Reports Links Help logout

* Reports

Internal |

Appointment Report

Attorney Time
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Defendant Detailed Budget Report

This report will reflect the total amount authorized for this representation, any excess payment allowed, the vouchers
submitted against those authorizations, and the remaining balances.

The report will provide the information in two sections: Attorney appointment and authorized expert service.
Defendant Detail Budget Report - Attorney
1:14-CR-08805-1-AA

Type of Represantation: Criminal Cass
Budget Amount Reguasted: $0.00
Budgst Amount &pproved: $3.500.00

penaing S mpews . cmountremaimng
Time Parlod Wouchar
For Vouchsr Wumbsr Faag Expensss Total Fags Expanses Tokal After Approved | After Approved
Trawsl Crthar Trawel Other 4nd Panding
Attorney: Andrew Andsrs  (Appoinfing Counssl) Active
022372015 to 00232015 | 0101.0000001 F0.00 30.00 #0.00 S0.00 ¥5,350.00 .00 =000 36.350.00 33.550.00 $3.550.00
0140171801 to D180 $0.00 s0.00 $0.00 £0.00 $0.00 .00 £0.00 £0.00 5$3,550.00 $3.550.00
0140171801 to 01/D1A 50 30.00 30.00 +0.00 S0.00 .00 .00 000 %0.00 33,550.00 $3,550.00
Total Panding: $0.00 Total Approved: $6.350000 43550000 $3.550000
Panding Amaunt Remalning
Time Pericd Wouchar
For Vouct Humbsr Faes Expenzss Toal Fags Expanzas Total After Approved | Afber Approved
Trawsl Orthar Trawel Other And Pending
Authorzation Humber: 01010000002 . -
Specialty: Chamist, Ti " amount Requested: $1,000.00 Amount Authorized: $0.00 attomey: Andraw Andars

m' ""“m' 'H,m"'l;_-,m Auth $0.00 $0.00 $0.00 $0.00 $6.350.00 $0.00 $0.00 $6.350.00 $6.350.00 $8.350.00
Thursaay, November 05, 2015 - Ver. 1.1 Fage 101
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Defendant Summary Report

This report contains the same information as the Detailed Report without the individual voucher data.

Defendant Summary Budget Report - Attorney
1:14-CR-08805-1-AA

Typs of Repressntation: criminal Caae
Budgst Amount Requested: .00
Budgst Amount Approved: £9,500.00

Panding C Approwa  amountRsmaining
mm m; Feas Expanses Total Feas Expenass Tuoital After Approwed | After Approved
Traved Other Trawal Other And Pending
attomay: Andrew Andsre  [Appointing Counaal) Active
Total Pending: $0.00 Total Approved: $£,350.00 £3,550.00 $3,550.00
Panding
mm m Faes Expenass Total Fess Expansas Total After Approved | After Approved
Travel Othar Trawel Other And Panding
A Humiber: 01010000002 " t R I $1,000.00
HOTE: The Grand Totals iIncluds Panding
Counsel CJA20 or CJA3D
vouchars ag well 38 vouchsers for Faes Expenass Todal Faas Expensas Total Approved and Pending
Expart or Services on CJAM or
CJA31. They repressnt tha total Travel Other Travel othar Fogs ExF“. and
submitied sxpenditures for this penzes
'n‘ﬂ“m“ taticn. je Travel Auth $0.00 $0.00 $0.00 $0.00 $E.350,00 $0.00 $0.00 $E5.350.00 $E6,350,00 46350000

Trursday, Movember 05, 2015 - ver. 1.1
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Submitting an Authorization Request for Expert Services

Step
1

Open the Appointment record.

CJA eVoucher for Attorneys - Eastern District of Wisconsin

Click Create from the Authorization template.

The Basic Info screen will open.

Create New Voucher

Note:

work.

There is NOT AN AUTOSAVE function on this program. You

must click Save periodically to save your

|» Basic Info

Basic Info

Documents

Confirmation

1. CTRTAST/TV CODE
0101

2. PERSON EEFRESENTED
Tebedish Branzon

[VOUCHER NUMEER

3. MAG. DEKT/TEF NUMEBER

4. DHST. DT/ TEF NUMBER.
1:14-CE-08803-1-AA

S AFFEALS DKT/DEF NUMBER

6. OTHER. DKT . DEF NUMBER

T.IN CASE/MATTER OF{Case Name)

8 PAYMENT CATEGORY

[Felony (including pre-trial diversion

9 TYPE PERSON REFRESENTED

10. REPRESENTATION TYPE

110 Main Strest
San Antonio TX 78210
[Phone: 210-833-3623

14 LAW FIRM NAME ANDMATLING ADDRESS

[USA v. Branzon & | A dult Defendant (Criminal Caze
of alleped felony)

11. OFFENSE(S) CHARGED

15:1825 F INSPECTION VIOLATION PENALTIES

12 ATTORNEY'S NAME ANDMATLING ADDRESS 13. COURT ORDER

|Andrew Anders - Bar Number: 12343 []A Associate [[]€ Co-Counsel

[]¥ Subs for Federal Defender [/ O Appointing Counsel
[C]® Subs for Panel Attorney [ | R Subs for Retaived Attorney
[C]¥ standby Counsel

[Prior Attorney's Name

Appointment Dates

Siznature of Presiding Judge or By Order of the Court
|Albert Albertson

[Date of Order INunc Pro Tunc Date
5/3/2014

Repayment || VES [/]NO

Order Date

Nunc Pro Tunc Date

Repayment D

Estimated A t

Authorized Amount 3

Basis of Estimate |

Description

Service Type |

Reguested Provider |

L

| -« First || < Previous || MNext > || Last = | |

Save |

| Delete Draft
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Submitting an Authorization Request for Expert Services (cont’d)

Step Complete the information in the blue section at the
bottom of the screen. This includes the following fields:
e Estimated Amount
e Basis of Estimate

e Service Type drop-down list
o Requested Provider (if known)

Order Date
Nunc Pro Tunc Date

Repayment |:|

Estimated Amount $ 8000.00 | 4

Authorized Amount $

Basis of Estimate | 100 hours at $30,/hour
Description
Service Type | Investigator V| =

Requested Provider |J|:|hn Dioe |

[ «First ]| <Previous || mext> || Lasts |

Click Save.

B Click the Supporting Documents tab or click Next.
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Submitting an Authorization Request for Expert Services (cont’d)

E To add the attachment, click Browse to locate your file.

Note:

Documents are limited to PDF files, and must be 10 MB or less.

Step In the Descrintion field. add a description of the attachment.

Step Click Upload.

'LU 'N

Supporting Documents

File Upload (Only Pdf files of 1L0MB size or less!)
Fie Browse

The attachment and description will be uploaded and appear at the bottom of the Description section.

Supporting Documents

File Upload (Only Pdf files of 1OMB size or less!)

Fia Browse. ..

Lipload
Description Delete  View
Preposed ordar Calgty Wigw
Affidavit in Support of Expert Service Reguest Calgte Wigw
Expart's Cuffidulum Vitse Dglgty g

[C=Frst || <Previeus |[ mext > Lasts | [ save | | Delete Draft |

B Click Save.
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Submitting an Authorization Request for Expert Services (cont’d)

Step Click Next.

The Confirmation screen will open.

Select the check box to swear and affirm to the accuracy Note:
of the voucher. The voucher will automatically be time You may include any notes to the court in the
stamped. Public/Attorney Notes section.

Attention: The nobes you enter will be avadable to the next approval level,

Publc/Attomey
Hotes

[+] T swear and affirm the truth or correctness of the above statements
[ Date: 6/16/2014 15:53:48 | ~ Submit
. B e
| =Frst || <Previous || mext> || Last= | [ save | [ DeleteOraft |
Step . .
. Click Submit to send to the court.

A confirmation screen will appear indicating the previous action was successful and the Authorization Request has been
submitted.

SuCcess

Your voucher has bean submitbed for payment. You will receive & notification if we need more detals.
Flease kmep the folowing voucher number for your own reconds:

101.0000152

Back to:

Home Page
Appointment Page

Step Click Home Page to return to the home page. Click Appointment Page if you wish to create
8 additional document for this appointment.

The Authorization Request will now appear in the My Submitted Documents section on the Attorney home page.
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CJA-21 Voucher (Attorney Approval)

You will receive email notification from eVoucher when a CJA 21 is awaiting your approval. The document will appear in
the My Active Documents section with the status “Submitted to Attorney”. Click on the document hyperlink to open the

document.

Note:

Invoices for Service Providers should be sent to Federal Defender Services, who will
initiate a CJA 21 for you. Once a CJA 21 is initiated in eVoucher, you’ll need to approve
the voucher, after it appears in the My Active Documents section.

Click the Services tab or click Next
on the progress bar.
Step Review the Date, Hours, Rate,
2 and Description.
Click Next.
3

Click the Expenses tab or click
Next on the progress bar.

Review the Date, Expense Type,
Description and Miles.

Click Next.

Bazic Info P Services Expenses Clsim Stakus Docwments Confirmation

Services
Bate lsimaee |« [
- T
Rade n
Al R

P ot
[ =t |[ <Previcus |[ Mest> ][ Last= | | lete Craft |
Basic Info Services I Expenses Claim Status Documents Confirmation
Xpenses
Date b4 (= = Descripfion
Expense Type Z|m
ey 5 b0, 5600 per mils.
= fcais
Exprnse Type Date Description Mile  Rate Ant
e My 6192008 Travw iobrom mestes et deferdeet - ] (L
| |
1 Page Lof 1 (1 Rema)
| =Frst || <Previcus || Mext> || Lest= | | Seve | | Deletenra®t |
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Click the Claim Status tab or click
Next..
Review the Start and End
Step
3 Date.

Review the Payment Claims
section.
m Click Next.

Note:

CJA eVoucher for Attorneys - Eastern District of Wisconsin | 35

Baszic Info Services Expenses ¥ Claim Statiis Documents Confirmation

Claim Status

Start Date :.\6-.'_'--:1:'.4 . __':l End Date :E'!i_':l:-.'-l ] J
d Fa
Payment Clams
| Final Payment
[rerin Fayment Gpayment )
Suppierrental Payment
[ = First || < Previous II bt > || Last = ] I Save | [ Deslete Drafh ]

e Final Payment is requested after all services have been completed.

e Interim Payment allows for payment in segments, but each court’s practice may differ. If using this type of
payment indicate the number of this request payment.

e After Final Payment number has been submitted, Supplemental Payment may be requested due to a missed or

forgotten receipt.

Click the Documents tab or click
Next..

Click View to select a PDF file to
view.

Review the supporting
documentation.

Note:
All documents must be submitted in PDF
format and must be 10 MB or less.

Basic Info Services Expenses Claim Status  F Documents Confirmation

Supporting Documents

File Upload (Only Pdf fies of 10MB sire or lesst)

Fiz Browse

Description

Descriphian Delete View
invoice from Expert e

[ =Prst || <Previous |[ Mext> || Last= | [ sawe ] | |
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A Conflrmatlon page WI” appear Aktenibon: The notes you enter will be avadable to the rext appnoval bevel.

Publc/Attormey
Hotes

Add public notes if

necessary.
| I swear and affirm the truth or cormectness of the above statements

Select the affirmation St b ¢ Submit

check box. This will

automatically time stamp [erat ][ <hrovows J[ met> J{ tasts | [ swm | [ cobmont |

the voucher.

Click Submit.

A confirmation screen will appear indicating the previous action was successful and the voucher has been submitted to
the court for judge approval.

CJA 24 Transcript Authorizations and Payments

1. All transcript requests should be submitted to the District Court Clerk’s Office, attn: Court Reporter Supervisor,
using the court’s Transcript Request Form. Transcript Request Forms and additional information can be found on
the court’s website at: http://www.wied.uscourts.gov/transcript-requests

2. Clerk’s Office will seek pre-authorization from the presiding judge. Attorneys are notified when court approves
or rejects transcript request.

3. Upon court approval, court reporter or transcriber will begin transcript preparation.
4. Once the transcript is prepared and a claim is submitted by the court reporter/transcriber, it will appear in My
Active Documents with a type “CJA-24” and the name of the court reporter. The Status will appear as “Submitted

to Attorney”.

5. Click the document number hyperlink, review, check the “I certify” box and click “Approve”. The claim will move
to the “My Service Provider’s Documents” section with a status of “Submitted to Court”.
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